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FOREWORD

In 1962, Donald Wiesnet conceived a guide for Water Resources Division
authors that provided information on procedures and policies not readily
accessible elsewhere. Wiesnet and James Warman prepared the earliest
articles for the original Publications Guide, most of which pertained to
illustrations. In the late 1960's and early 1970's, the first edition of
the Water Resources Division Publications Guide was completed under the
able direction of Donald Hillier, who prepared many of the articles.

Over the years, additional articles were added in response to changes in
report policy and preparation.

The first edition of the Water Resources Division Publications Guide was
regarded by those who worked with publications on a daily basis as the
source for reliable guidance in the policy and mechanics of report
preparation. In 1980, it became apparent that the evolution of the Water
Resources Division, and the many changes in report policy, preparation,
and production stemming therefrom, resulted in a need to update the
Publications Guide.

The new Water Resources Division Publications Guide consists of two

volumes—-Volume I discusses Geological Survey publication policy and text
preparation and describes in detail the various aspects of report prepar-
ation, review, and publication; Volume II (in preparation, 1982) discusses

Geological Survey policy regarding illustrations, and describes the various

techniques for planning, designing, drafting, reviewing, and printing
illustrations, including hydrologic maps. Until Volume II becomes avail-
able, the first edition of the Publications Guide should be retained for

information on illustration policy and preparation not included in Volume I.

Philip Cohen
Chief Hydrologist
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE

INTRODUCTION

The first edition of the Water Resources Division Publications Guide was begun
during the 1960's to provide those involved in report preparation with a

source of detailed information on the mechanics of report preparation and
processing. It was designed to supplement our two other broader guides,
Suggestions To Authors of the Reports of the United States Geological Survey
and the Government Printing Office Style Manual, with which all people involved
with reports should be familiar. Procedures have changed throughout the years,
and the Water Resources Division decided to revise the Publications Guide to
reflect these changes and also to incorporate the comments that were received
regarding needed improvements.

The revised edition of the Publications Guide contains many of the older
articles on planning, writing, reviewing, processing, and printing reports

and maps; it also incorporates recent changes in publication policy and format
made by the Division, the Bureau, and the Department. For ease of use, the
Publications Guide is now divided into two volumes: Volume I contains informa-
tion on report policy and manuscript preparation; Volume II (in preparation,
1982) covers the preparation of maps and illustrations.

The most significant differences between the old and the new editions are
that: (1) The content has been updated and reorganized under new headings

to help users more easily locate specific articles, and (2) several new
sections have been added. Among the additions are articles on report policy;
typographic specifications for all manuscript components; principles of layout
and typography used in preparing camera-ready copy; and use of numerals,
signs, and symbols, including the metric system and significant figures.

An index has been added to increase the Publications Guide's usability.

The revised Publications Guide will help authors and others concerned
with report preparation to complete their responsibilities with increased
efficiency.

To keep the Publications Guide current, users of the Guide who see a need
for new articles or revisions are encouraged to submit their suggestions.
The usefulness of the Publications Guide will depend largely upon contribu-
tions from its users. Please mail all suggestions to:

Chief, Publications Planning Unit
Water Resources Division

U.S. Geological Survey

418 National Center

Reston, Virginia 22092

Future editions of the Publications Guide will be published periodically
in response to changes in Department, Division, and Bureau report policy.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.01.1

Subject: U.S. GEOLOGICAL SURVEY POLICY--Written Reports

1.01.1 References on report policy

Widespread respect for the U.S. Geological Survey is the result of its integrity
and impartiality and its ability to release results of its investigations in

a manner that serves the whole public rather than the interest of any special
group or individual. For this purpose, the Geological Survey has devoted

itself to the publication of reports that archive and disseminate its findings.

The following is a list of references that have affected the policy of the
Geological Survey regarding written reports. They should be read in their
entirety by all authors.

The Act of Congress (Organic Act) that created the Geological Survey in
1879 established the Survey's obligation to make public the results of its
investigations and research.

Water Resources Division Policy Statement No. 1, June 4, 1959, by
Luna B. Leopold, Chief Hydraulic Engineer (1957-66) lists report goals and
author responsibility. (See article 1.01.2.)

Water Resources Division Memorandum No. 79.43, "Policy of Water Resources
Division Regarding Written Reports,” December 22, 1978, by Joseph S. Cragwall,
Jr., Chief Hydrologist (1974-79) updates but does not change Policy Statement
No. 1. (See article 1.01.3.)

Geological Survey Manual, No. 500.l4, January 28, 1980, "Safeguard and Release
of Geological Survey Information,” enumerates general policy and requirements
regarding release of Geological Survey information. (See article 1.02.1.)

Geological Survey Manual, No. 500.9, July 15, 1976, "Outside Publication and
Oral Presentation - Clearance from the Director,” states that all writings

in which the Geological Survey has proprietary interest and all writings in
which the author's Survey affiliation is shown should be submitted to the
Director for approval prior to release for outside publication. (See article
1.02.5.)

Suggestions To Authors of the Reports of the United States Geological Survey
(5th ed,, 1958; 6th ed., 1978) describes Geological Survey publications
policy and author responsibility.

‘)ML VI "(;G‘/{“’\‘



WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.01.2

Subject: U.S. GEOLOGICAL SURVEY POLICY--Written Reports

1.01.2 Policy of the Water Resources Division regarding written
reports (Water Resources Division Policy Statement No. 1)

On June 4, 1959, the Chief Hydraulic Engineer, Luna B. Leopold, released a
statement which, for the first time, gave the Water Resources Division a
concise definition of the policy of the Division with respect to report
preparation and publication. Leopold's statement is known as Water Resources
Division Policy Statement No. 1. This statement has never been rescinded,
although it was updated by Water Resources Division Memorandum No. 79.43,
December 22, 1978. Both of these documents are included for your guidance.
Although the Leopold statement makes reference to sections or job positions
that no longer exist, such as Branch Area Chiefs, this minor obsolescence
does not affect the policy concepts that were developed.



WATER RESOURCES DIVISION POLICY STATEMENT NO. 1

June 4, 1959

Memorandum
To: All Professional Personnel
From: Chief Hydraulic Engineer

Subject: PUBLICATIONS--Policy of the Water Resources Division

The effectiveness of the Water Resources Division depends largely on its
ability to produce reports that meet the great variety of needs for water
information. The solution to present and future water problems may well hinge
upon the availability, quality, and timel iness of reports. Therefore, we
must emphasize the production of reports that will appraise the Nation's
water resources, describe techniques and methods to meet water problems, and
inform the public generally about water.

our reports should have the content, quality, and timeliness necessary
to establish and maintain leadership in the field of water. Those who are
responsible for project planning and execution should plan to use fully all
publication media, including the Survey series, publications of cooperating
agencies, journals of scientific organizations, and communications outlets to
the lay public, such as newspapers, magazines, radio, and television. We
must learn 1) to select from our water facts those that are newsworthy, and
2) to present those facts in a manner that will stimulate public interest and
satisfy public curiosity.

Much of the success of the Division results from the composite effort of
individual authors; therefore, we must continue to recognize the importance
of authorship in the Division, and make every effort to aid individuals in
their training and growth in proficiency as authors.

Scope of Reports

Goals for reporting during the next decade should reflect the program
goals outlined in the Division memorandum, "PROGRAMS AND PLANS: Policy
Guides,"” dated March 27, 1959. The report aspects of those goals are summarized
below:

1. Publication of basic data generally will be in one of the following
types of presentation:

(a) Supporting evidence in a technical report. A technical report will
not be used as a vehicle for publishing data in bulk form.
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(b) In reports designed specifically for the release of basic data, as
exemplified by "Surface Water Supply of the United States.” For
extensive data tabulation, this form is to be used, whether the
data are discharge records, well logs, chemical analyses, or others.,

Comprehensive appraisal reports by basins, aguifers, or regions.

Reports on principles and techniques. Publication of these reports
would partly fulfill our responsibility for leadership in hydrology.
These reports ordinarily would be published in the Survey series, but
some might be published in professional journals.

Long-range plans for water—resources investigations in a State may be
published by the Survey if their contents have general interest.

Interim or progress reports may appear either in the Survey's series or
in series of the cooperating agencies. These reports would be written
for many different readership levels and developed to fulfill better the
needs for timely reports for our cooperating agencies.

Technical handbooks and manuals describing current investigation methods
used in the Division. These would include those for educational and
training purposes.

Lay-reader reports summarizing, by States, basins, or regions, the
Nation's water situation.

Nationwide summary reports presenting generalized hydrologic data in map
or graphic form to meet general public needs. The National Atlas Series
has advantages for this type of material.

Hydrologic almanacs, or gazetteers, for each State.

Books on hydrology and related fields.

News releases, "popular" articles, speeches, and special topics of public
interest, using all effective means of communications with lay audiences.

Attainment Guides

Achievement of goals will depend on the willingness of each individual

in the Division to accept fully his responsibility. Each individual must
also discipline his energies and actions, using the following guides in
planning and executing work:

le

Reports are the principal tangible product of the Division; therefore,
in the promotion of individuals whose duties include or are related to
report preparation, great weight will be given to achievement in report
production. In the case of an individual not directly participating in
report preparation, report production in his unit and his effectiveness
in report review will be considered in promotion. The Division will
examine the record of such production in considering any promotion or
transfer.
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Leadership in the field of water is in great part related to our ability
to achieve a well-balanced publication program. Therefore, the number
of administrative and open-file reports not designed for publication
should be kept to a minimum. An administrative report usually will be
abstracted from material being prepared for publication.

The production of timely, well-written reports results from adequate
project planning and scheduling of work to allow time for evaluation of
basic data and report writing. It is imperative that an author develop
a report outline early in his project, preferably before results and
conclusions are available--before work begins, if possible. It is
imperative also that maximum use of planning aids (project description,
yearly work plan) be made in developing a well=-thought-out publication
schedule. This schedule should include as many as possible of the various
forms of reports, such as lay-reader reports, progress reports, journal
articles, and final reports.

The responsibility as project chief and as author must be assigned at

the beginning of a project and administrative controls should be exercised
to assure that the assigned responsibility is fulfilled according to

plan.

The principal author or authors of a report must remain on their assignment
at least until they have completed a manuscript which has had adequate
technical review and acceptably meets editorial standards.

Work related to manuscript preparation, review, and revision has first
priority over most other duties. All personnel who are competent to
review manuscripts are expected to do some manuscript review on request.
Once review responsibility is assigned, a reviewer must apply himself
Iimmediately and diligently to the review task and must meet the deadl ines
mutually agreed upon.

The immediate supervisor of an author is responsible to assure that the
author's report adequately meets standards before transmitting it to
higher levels for review. The Division policy is to provide an author
with the assistance and constructive criticism of specialists who are
qualified in the subject matter of his report.

The effectiveness of a supervisor in generating and handling reports
will be judged on the guality of the reports that come out of his office,
and this factor will be considered in appraisals of the supervisor's

qual ifications for greater responsibilities.

Within the general policy of the Geological Survey, it is the intent of
the Water Resources Division to provide an author with the opportunity
to publish his individual ideas, whether or not they are accepted by his
colleagues. The author must, however, show that he is acquainted with
previous work by others, present a clear and logical argument in defense
of his own ideas, and show that he has responded constructively to the
comments, suggestions, and criticism of reviewers.



Responsibility of Author, Supervisor, and Review Personnel

We aim to release from the office of origin only those reports that

meet reasonable technical and editorial standards. We intend to
accomplish this by providing a workable and constructive procedure for
quality control. The basic element in this scheme is to place on the
supervisor from whose office a report originates the principal
responsibility for these standards. A definition of responsibility at
all levels is described in the following paragraphs:

1.

It is an author's responsibility to keep his supervisor informed
and to seek his help in planning for a report as the project
proceeds.

An author bears the primary responsibility for the content of his
report, but he is expected to seek and judiciously use the advice
of his supervisor, of his colleagues, and of technical advisors
recommended by any administrative level.

An author is expected to keep himself informed on correct editorial
practices and to prepare his report conscientiously in accordance
with high editorial standards. Review at higher levels shall not

be depended upon to compensate for poor work on the part of an author,

When a manuscript is considered to be ready for review, the
supervisor will arrange for review by one or more qualified
professionals within the Survey (in some cases from outside the
Survey). The author may assist his supervisor by suggesting
appropriate reviewers, Comments by the reviewers must be
considered in the preparation of a final draft to be presented to
the author's supervisor for subsequent transmittal through channels
toward ultimate publication. The manuscript should be accompanied
on its movement to all administrative levels by a brief summary of
the comments of each reviewer and of the changes that were made in
response to the reviewer's suggestions. This summary should be
matter-of-fact and dispassionate., If necessary, the supervisor
will prepare the summary. If any significant suggestions made by
the reviewers are not accepted, the author will present reasons why
he found the suggestions unacceptable.

Regardless of where an author may be during the final stages of the
review and publication of his paper, he has the responsibility to
do whatever work on his manuscript that may be necessary at any
time. Supervisors should assure that commitments on new projects
will allow for work on unpublished manuscripts from previous
projects.

11
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The principal administrative responsibility for the technical and
editorial adequacy of an author's report rest with his immediate
supervisor. It is not the intent of this policy, however, to make an
editor out of a supervisor. Nevertheless, a supervisor will be held
accountable if he forwards to higher level a report that clearly is
inadequate in any important respect. This responsibility requires that

a supervisor will give each report passing through his hands sufficient
review to assure himself of the worth of its content, the adequacy of

the technical review it has received, and emphasizes that if a supervisor
properly consulted and advised with an investigator throughout the
progress of a project and in the planning of the report, little additional
burden is imposed by the responsibilities outlined above.

The immediate supervisor of an author shall transmit a manscript to the

next higher administrative level along with his comments and recommendations

on type of publication.

Branch Area Chiefs will receive report manuscripts from the originating
of fices, or project chiefs where appropriate. They will give sufficient
review to reports to satisfy themselves that they are adequate in
quality. Suitable reports will be forwarded with Area Chiefs' recommend-
ations to the Branch headquarters through channels specified by the
Branch Chief. Report appraisals will be a principal source of information
on the performance of District Chiefs and Project Supervisors. A Branch
Area Chief, having received a report deemed inadequate either by himself
or by the Reports Section of his Branch, will inform himself fully on
the nature of the inadequacies and give whatever help he can to the
supervisor and to the author in preventing future recurrences of
deficiencies, as well as in improving the report in question.

The principal purpose of review by the Branch Reports Sections is to
judge the scientific and technical quality and the overall adequacy of
the reports received, to make editorial and technical improvements of
modest character, and to keep adequate records and control of report
production and progress. The Branch headquarters will provide Branch
Area Chiefs and the Division Chief with quarterly summaries showing the
status of reports.

Reports found by a Reports Section to require more than minor adjustments
shall be returned promptly to the originating office through appropriate
channels.

A Reports Section should make only such technical review of a manuscript
as is necessary to judge the overall quality, except in cases where,
because of the nature of the subject, a member of the Reports Section
staff is a logical technical reviewer. A Reports Section 1is expected to
depend largely on the technical reviews made before the report is
submitted. A Reports Section, however, must satisfy itself that the
technical review has been competent and thorough. In the case of a
report which has had inadequate technical review, the Branch should see
to it that further review is arranged for. A Branch has the responsibility
for setting up standards for appraising the adequacy of technical review,
including prior approval of proposed reviewers, if appropriate.



Reports having met all requirements, including those of a Reports Section,
shall be forwarded to the Division Publications Officer, through channels
prescribed by the Branch.

The Division Publications Officer is responsible to assure himself of
continuing adequate guality of reports submitted for release or
publication., Although the Publications Officer does not have routine
technical review functions, he will review reports to the extent necessary
to discharge his responsibilities. He will devise and maintain records
and control documents needed for constant surveillance of the quality,
progress and production schedule of reports.

Reports for which release or publication is desired will be channeled
through the Division Publications Officer, who is the central and

principal contact with units outside the Division in all matters pertaining
to reports. He transmits reports to the Director's Office, for example,
and they are routed back through him from that office., Printer's proofs

of reports also pass through the Division Publications Officer.

The Division Publications Officer will make summary quarterly reports to
the Office of the Division Chief on the status of reports, and will
furnish copies of this report to Branch Chiefs.

Luna B. Leopold

13
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE

Article 1.01.3

Subject: U.S. GEOLOGICAL SURVEY POLICY--Written Reports

1.01.3 Policy of the Water Resources Division regarding written
reports (Water Resources Division Memorandum 79.43)

December 22, 1978
WATER RESOURCES DIVISION MEMORANDUM NO. 79.43

Subject: PUBLICATIONS--Policy of the Water Resource Division Regarding
Written Reports

This memorandum updates WRD Policy Statement No. 1 (June 4, 1959) and amend
ment (March 7, 1963). My purpose 1is to reemphasize the importance of the
written report, to review and emphasize the placement of responsibility and
credit for reports, and to reiterate that authorship enhances professional
development and career opportunity.

I have refrained here from discussing the planning and writing of reports, the
publications media available for Survey authors, and the organizational and
hierarchial responsibilities and procedures for review and publication. These
are important, but they are addressed in the several editions of Suggestions
To Authors culminating in the Sixth Edition, recently published--and in the
Publications Guide and technical memorandums of the Water Resources Division,
with which you should be familiar.

The Written Report

The Act of Congress which created the U.S. Geological Survey in 1879

establ ished the obligation to make public the results of its investigations.
The written report (cartographic or textual) fulfills this obligation for the
Survey's program of investigation and research. It serves to archive our
findings and to disseminate them.

Three developments during the past dozen or so years--the advent of the com-
puter age, the enlargement and diversification of the user audience, and the
effects of inflation on the cost of the traditional Survey book publications--
have influenced attitudes toward the written report. These developments have
led to a reevaluation of the most suitable form for presenting the results of
our work, and have engendered a feeling by some that the written report is
being deemphasized as the principal product of the Division. Indeed, the com-
puter printout and computer program are new forms of products, and others are
likely to come. However, the written report will continue as a primary vehicle
for disseminating and archiving results of research and investigations. Well-
written, timely reports are more important than ever because of the enlarged
user audience and increased relevance of our work to real world problems.

15
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Responsibility and Credit for Reports

It is Geological Survey policy that its investigators bear primary respon-
sibility for their findings and be credited publicly for their work. This
policy stems from recognition that the success of the Survey in carrying out
its mission is entirely reliant upon the skill and dedication of its
employees. Implementation of this policy requires that Survey investigators
document their work and findings, and that authorship of reports be displayed
clearly.

The Geological Survey has a proprietary interest in, and is accountable for,
the work performed by its employees. Accordingly, supervisors at all levels
share the responsibility for assuring that reports prepared under their super
vision are accurate, well-written, impartial, and in conformance with Survey
policies.

Procedures exist to provide support to authors in the preparation, review, and
publication of reports, and to facilitate the carrying out of supervisors'
responsibility. Of particular note, because it is part of the nucleus of our
system of assuring technical excellence, is the practice in the Water
Resources Division of technical reviews by colleagues. As an integral part of
their Survey responsibilities, all employees are expected to participate in
technical review when asked. Participation in such reviews has priority over
other duties, within real istic management constraints. The colleague should
take responsibility for technical reviews as seriously as he does his respon
sibility for his own reports. The District Chief or Program Manager has
primary responsibility for assuring the adequacy of colleague review--at both
ends, the author's office and colleague reviewer's office.

Authorship

I emphasize here the benefits of authorship to the individual. Authorship
credits professional achievement for it associates, on the record for all to
see, the individual and his contribution. There are, of course, other
expressions of professional achievement, but none so clear and lasting in our
kinds of work as that expressed by authorship. Careers are not made by
bibliographies, but professional reputations are enhanced by good work as
expressed in high-quality reports. The aid to career advancement should be
self-evident.

Summary

The written report will continue to serve the Survey as a most important
medium of information transfer to the public. The timeliness and high quality
of the written report brings credit to the Survey and enhances the pro
fessional reputation and chances for career advancement of the author. All
levels of project and program supervision share the responsibility for
assuring the timeliness and quality of our written reports.

J. S. Cragwall, Jr.
Chief Hydrologist



WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.02.1

Subject: U.S. GEOLOGICAL SURVEY POLICY--Release of Information

1.02.1 Safeguard and release of Geological Survey information
(modified from Geological Survey Manual, Chapter 14,
No. 500.14)

Geological Survey Manual, Chapter 14, No. 500.14, dated January 28, 1980,
discusses Geological Survey policy regarding the release of information.
This article reproduces Chapter 14, with minor modifications.

Purpose.~—Geological Survey Order No. 202, issued on September 25, 1950,
enumerates general policies and requirements regarding release of
Geological Survey information, including proprietary information received
from private sources. The purpose of this chapter is to incorporate
Geological Survey Order No. 202, with appropriate revisions, into the
Geological Survey Manual.

Background.——As a Federal agency dedicated to public service, the
Geological Survey is under obligation to conduct its activities and to
make the results of its scientific and engineering investigations
available in a manner that will best serve the whole public, rather than
the interest and benefit of any special group, corporation, or individual.

The widespread respect for the Geological Survey's integrity and imparti-
ality, and its consequent value to the Nation, has been based, and will
continue to depend, largely upon its careful fulfillment of that obliga-
tion.

For guidance of Geological Survey staff members in their day-to—day tasks
and in their dealings with outside groups or persons, certain policies
and requirements have been established for practical application of
Geological Survey standards.

Safeguarding unpublished Geological Survey information.——All information
(particularly information of economic significance) obtained through
investigations and observations by the staff of the Geological Survey or
by its contractors must be held confidential and not be disclosed to
others until the information is made available to all, impartially and
simultaneously through Director—-approved formal publication or other
means of public release, except to the extent that such release is
mandated by law. (See article 1.03.5.) (The term "confidential” as
used here is not to be confused with security classification, but merely
means protection from disclosure before release to the public.)

17



Article 1.02.1

With approval of the Director, the following information has been
excluded or excepted from the requirements to hold unpublished
information confidential:

l. Water Resources Division. Hydrologic measurements resulting from
observations and laboratory analyses, after they have been reviewed
for accuracy by designated Water Resources Division personnel.

2. National Mapping Division. Copies of unpublished or incomplete
topographic maps, image products, and associated cartographic data
in graphic and digital form including geodetic-control survey data,
elevation data, reproductions of space and aerial photographs, and
copies of color-feature separates.

3. Conservation Division. Administrative maps, well information,
subsurface interpretations, and related data released to lessees,
permittees, and contractors as necessary for enforcement of the
mineral leasing laws and promotion of sound prospecting and
development practices.

The phrase "disclosed to others,” as used in this chapter, does not include
cooperative or other Federal, State, and local governmental agencies and

their staffs, to whom, under joint funding agreement or in the public interest,
the results of the investigations should be made available. However, it is
important that when the results of an investigation are made available to

an agency prior to general release to the public, the Geological Survey

shall make it a condition of the release to the other agency that the report
must not be made public until it has been released by the Geological Survey

or until the Director has authorized release by the other agency. To meet

the public need for timely information, formal publication or other approved
methods of release should be accomplished as promptly as possible. When

there is an immediate demand for Geological Survey data and prompt publication
is impossible or unlikely, open—file releases should be appropriately announced,
and where applicable, the reports thus released should contain an adequate
statement of their preliminary nature and the fact that they are subject to
change.

A longstanding but limited exception permits Geological Survey personnel to
communicate orally with the owner or manager of a mineral property during
the progress of its investigation, provided that the information relates to
geologic results and observations that may be of value in the development of
the property; however, written statements must be avoided, lest they be used
for promoting or unduly enhancing values. The propriety of disclosing any
such information orally must of course be appraised while considering local
conditions and the possibility of misuse of information; no data that might
be detrimental to a neighboring property owner should be released under this
authorization. Individual Geological Survey personnel must not leave notes
or sketches that could be used for promotional or other purposes that could
be judged unethical.



Article 1.02.1

This information, to the extent it may be exempted from disclosure under the
Freedom of Information Act, 5 u.s.c.! 522(b), must be carefully safeguarded
in accordance with Geological Survey standards for the transmittal and storage
of proprietary data. (See article 1.03.5.) Proprietary information furnished
voluntarily, and information acquired through regulations and contracts
(during their proprietary term), must not be disclosed outside of the Federal
Government unless specific written permission is obtained from the person or
organization that furnished the information or unless specific statutes
require disclosure. If disclosure is required by statute, the person or
organization receiving the information must agree to protect the proprietary
nature of the information as required by the statute., (See Geological Survey
Manual No. 450.2 for procedures for protecting such information if a Survey
member is called upon to testify in court.)

If proprietary information is furnished voluntarily, it is desirable to obtain
at the same time a memorandum of agreement that should be explicit in
describing the material and the nature of its permissible use. If a letter

is written requesting permission to include or use proprietary information

in a report to be published or otherwise released, a similar procedure should
be followed. However, except with specific prior approval of the Director,
Geological Survey representatives may not submit to any person or organization
the written text of a report or even the part of it based on the information
furnished by that person or organization prior to public release of the report.

1 United States Code.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE

Article 1.02.2

Subject: U.S. GEOLOGICAL SURVEY POLICY--Release of Information

1.02.2 Release of information to the news media (Modified from
Geological Survey Manual, Chapter 5, No. 500.5.1)

Purpose and Scope.—--This chapter establishes Geological Survey policy and

procedures for the release of written information to the news media. Specific
instructions for preparing news releases is given in article 3.02.4.

Policy.

A,

The Public Affairs Office of the Geological Survey, through established
channels of review and clearance within the Geological Survey and the
Department of the Interior, prepares and distributes most of the
Geological Survey's news releases.

Authorization for others outside Headquarters to issue statements to
news media is limited to employees at supervisory levels, This applies
to statements or information given to news-media representatives, such
as reporters, editors, or writers for newspapers, magazines, trade,
scientific, or technical publications; and radio or television stations.
It also applies to statements requested by cooperating agencies for
their use in drafting such statements to be released by them. In general,
statements issued to local or regional media should be factual, noncon-
troversial, and brief (usually not more than a page or two in length),
avoiding specialized scientific or technical terminology. Statements
that discuss policy matters or that editorialize, endorse, or recommend
should be referred to higher levels of authority for evaluation.

Statements should not be used as vehicles for the premature disclosure
of new scientific and technical information. Information about results
of current Geological Survey programs that has not been incorporated in
reports already available to the public must be brief, general, and
properly qualified as preliminary and tentative.

21



Article 1.02.2
Procedures.

A. Liaison.-~Employees should be aware that each Geological Survey
Division or Office has named a specific person at Headquarters to
act as liaison to the Public Affairs Office. Such liaison helps in
the orderly and timely process of assessing subjects or circumstances
that require news coverage, reviewing and approving releases, and,
in general, working with the Public Affairs Office so that news
services can be performed in an effective manner. The liaison
representative for the Water Resources Division is:

Chief, Scientific Publications Section
Water Resources Division

U.S. Geological Survey

439 National Center

Reston, Virginia 22092

(Phone FTS: 928-6881)

B. Copy Identification.—~After Director's approval, a copy of each
release shall be sent to the liaison.

C. Release.—-News releases of all Division offices will be issued on
the regular Bureau and office letterhead of those offices unless
otherwise prescribed by the Public Affairs Office, and will include
the name and telephone number of the spokesperson for the release,
and release date or date of mailing. (See article 3.02.4.)

If there are questions relating to the issuance of news releases at Division
offices outside the National Center, employees are urged to contact their
organizational liaison representative or the Public Affairs Office for guidance
on subject matter, news-release format, content, and distribution.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.02.3

Subject: U.S. GEOLOGICAL SURVEY POLICY--Release of Information

1.02.3 Transmittal of information through correspondence and
conversation

Over the years, the Water Resources Division has advanced from merely

providing data and facts toward developing interpretations and identifying
trends. As a result, it has become increasingly difficult to retain our
traditional unbiased role, and we have increased the risk of losing credibility
by extending conclusions to areas outside our expertise, by advocacy or endorse-
ment, or by premature or preferential release of findings or interpretations.

To guard against this danger in all writings and communications, including
written and oral replies to inquiries, Division personnel must consider
the following:

1. Avoid competition with private consultants.

2. Avoid preaching and lecturing.

3. Avoid advocacy. (Do not advise other agencies as to what they must,
should, or ought to do.)

4, Avoid discussion of unannounced or unsettled Bureau or Division
plans and policies.

5. Avoid premature disclosure of results of investigations, or of data
not yet released to the open file. (See article 1.02.1.)

6. Avoid reference to publications and interpretations that have not
yet been written, completed, or approved for release.

7. Avoid using the words "never, must,” "should,” and "ought to.”

8. Approach problem solving by examining alternatives rather than
choosing solutions.

9. Use readily understandable terms in place of technical jargon and

terms with specialized meaning that could lead to ambiguity or
misunderstanding.
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Article 1.02.3

10. Use brand names only when necessary for purposes of identification,
and include a disclaimer as a footnote. (Specific guidelines are
given in article 1.03.3.)

11. Give credits and acknowledgments as appropriate. (See article
1.03.4.)

The above constraints do not preclude discussion of technical considerations
based on information that has been published or formally released, or geohydro-
logic data available to the public. (See article 1.02.1.)

Note that any reply that requires interpretation of data is considered a
report and not a letter, and must receive Director's approval through normal
review procedures. The document may be issued either as an administrative
report (for sole distribution to another Federal agency for which the report
was prepared) or as an open—file report (for public inspection). To expedite
processing, the report should be as concise as possible. The cooperator

must be informed of the time needed to obtain Director's approval. If the
material is needed urgently, processing for Director's approval may be
expedited by the Chief, Scientific Publications Section. (See article 1.03.1.)
Brief communications may be transmitted by any available electronic system

to avoid delays caused by mailing.

Judgment concerning the above constraints is the responsibility of the program
manager (District or Research Project Chiefs in most instances). The program
manager is responsible for assuring adherence to Geological Survey policy as
well as technical review and accuracy of the content of the report. If

there is any doubt as to the content or tone of the report or whether it
contains interpretive material, the report should be submitted to the appro-
priate Regional Hydrologist for review.

References: Water Resources Division Memorandum No. 76.05, "Policy Concerning
Letter Responses to Requests for Information."

Memorandum from Chief, Office of Scientific Publications:

"Technical Writing Directed to Policymakers, Planners, and
Decisionmakers,"” July 15, 1974.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE

Article 1.02.4

Subject: U.S. GEOLOGICAL SURVEY POLICY--Release of Information

1.02.4 Preliminary transmittal of manuscripts to cooperating
agencies.

Interpretive reports prepared by the Geological Survey for other Federal,
State, or local agencies with whom it is making a study commonly are trans-
mitted in manuscript form to that agency for review before submittal to the
Director.

Whenever this is done, the cooperator should sign the routing sheet and follow
the same procedure as any colleague reviewer. Furthermore, it must be stated
in writing to that agency that results contained therein must not be quoted or
released in any way, and that the report must be regarded as preliminary and
subject to revision until approved by the Director. (See article 1.02.1.)

As a precaution, each page and illustration should be stamped with a disclaimer
as shown below, indicating that the material is provisional and not to be
quoted or released. A page or illustration used out of context could be

more damaging than the entire report.

PROVISIONAL DRAFT

Subject to Revision
DO NOT QUOTE OR RELEASE
Pending Approval by Director,
U.S. Geological Survey

Exceptions to this policy are noninterpretive reports containing only data
that would be normally available to the public, such as streamflow records;
these may be transmitted to the cooperating agency without the above
restrictions.

2
References: Geological Survey Manual, Chapter 9, No. 500.9.5. >
Geological Survey Manual, Chapter ll, No. 500.14. P ) Sollown



WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.02.5

Subject: U.S. GEOLOGICAL SURVEY POLICY--Release of Information

1.02.5 Outside publication and oral presentation

All interpretive writings in which the Geological Survey has a proprietary
interest, and all writings in which author's title, Geological Survey
affiliation, or both will be shown, must be submitted to the Director through
the Offices of the Regional Hydrologist (or Regional Research Hydrologist)

and Assistant Chief Hydrologist for Scientific Publications and Data Management
for approval before release.

The Geological Survey is considered to have a proprietary interest in all
manuscripts based on research or investigations under Geological Survey
auspices, and on data obtained under those auspices that have not already
been released to the public.

Guidelines for obtaining Director's approval for reports are given in Section
3 of the Publications Guide. Exceptions to that policy are described below.

A. Non-Survey manuscripts in which the Geological Survey has no proprietary
interests and in which the author's official connection with the Geological
Survey is not to be shown do not require Director's approval for publication.
For example, a member of the Geological Survey may wish to publish results
of some investigation conducted under other auspices prior to joining
the Geological Survey, and for which a manuscript was prepared on non-
Survey time and wholly without cost to the Geological Survey. However,
the author should send a memorandum briefly outlining the intention and
circumstances through his supervisor to the Chief, Scientific Publications
Section. This action will make the transaction a matter of record.
Information on outside employment and nonofficial expression is given in
Geological Survey Manual Nos. 370.735.5 and 370.735.4. (See also article
2.03.7.)

B. Abstracts to be published in conference proceedings, and so forth, must
be approved by the Director! in the usual manner, unless the abstract is
from a report that has previously been approved for publication or for
another meeting. (See article 1.02.1.)

C. Oral presentations must safeguard the Geological Survey against embar-
rassment, must use discretion in discussing controversial topics, must
not discuss unsettled or unannounced Department or Bureau plans and
policies, nor prematurely disclose the results of investigations. If
the propriety of the content or tone of a proposed speech is in doubt,
the statements should be submitted in writing for review and evaluation by
Division officers. NOTE: If copies of the speech are to be given out,
the speech must be approved by the Director.

27
1 Currently (1982), authority to approve abstracts is delegated to the

Regional Hydrologists by the Director.



D.

Article 1.02.5

Letters must not prematurely disclose results of investigations or include

interpretations not yet approved for release. If the person responsible
for the letter is in doubt as to the content, tone, or techmical accuracy

of the letter, he should refer it to the next level supervisor for review.
(See articles 1.02.3 and 1.03.5.)

Reference: Geological Survey Manual, Chapter 9, No. 500.9.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.03.1

Subject: U.S. GEOLOGICAL SURVEY POLICY-~Other Significant Items

1.03.1 Time needed for approval of reports and abstracts

Authors are advised to allow 6 weeks for Director's approval of symposium
abstracts, and for administrative and open-file reports, and as much as 12
weeks for other reports and other lengthy documents, from the time the
manuscript is transmitted to the Regional Hydrologist.

If an abstract or report must be processed in less than 6 weeks, a detailed
justification for priority processing must be given in the transmittal memo-
randum, and the material should be submitted in the usual manner with all
necessary support documents listed on the chart in article 3.0l.1. A red tag
marked "SPECIAL" should be attached to the transmittal memorandum. "SPECIAL"
tags must reflect realistic needs, otherwise they will become meaningless.

If the material has not been approved by the requested deadline, the author
is responsibile for ensuring either that the material is not published, or
that the author's name and all reference to the Geological Survey are deleted
from the publisher's copy.

It also is the author's responsibility to insure that all changes made during
Division review are transferred to the copy transmitted to the publisher.
Failure to do so is regarded by the Geological Survey as a breach of
professional ethics.

29
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.03.2

Subject: U.S. GEOLOGICAL SURVEY POLICY--Other Significant Items

1.03.2 Use of copyrighted material

It is the author's responsibility to secure the permission of the owner of
any copyrighted material quoted or reproduced in a report. Such permission
generally is given for use in scientific publications, but many publishers
require specific forms of acknowledgment, and a few charge a fee. Copies of
the letter granting permission must be forwarded with the manuscript when it
is submitted for Director's approval for publication.

Works originally copyrighted on or after January 1, 1978 (Copyright Act of
1978) are protected throughout the author's life plus an additional 50 years.
For works prepared by two or more authors, the copyright lasts for 50 years
after the death of the last surviving author.

Works copyrighted before the Copyright Act of 1978 are protected for a first
term of 28 years from the copyright date. The 1978 copyright law has extended
the renewal term from 28 to 47 years for material that was copyrighted as of
January 1, 1978. Copyrights not renewed during the 28th year of the first
term may be considered in the public domain.

If an author wishes to reproduce or adapt an illustration or section of text
from a copyrighted document, permission must be obtained from the copyright
holder(s). The following letter is a suitable example of a request for
permission:
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(Department, Bureau, and office letterhead)

Date:
Gentlemen:

The U.S. Geological Survey is publishing a report titled

, and requests permission to

reproduce figure/plate/page (select one or more as appropriate)

from the paper by in your copyrighted

publication . The source will

be cited in full. Please send us your response on this page at your earliest

convenience.

Thank you in advance for your attention to this request.

Signature

Title

Permission is granted for the U.S. Geological Survey to reproduce at no

cost the above cited illustration(s) or page(s):

Signature Date

Title
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Article 1.03.2

If permission to reproduce an illustration is granted, the statement of
permission must be given in the caption. If a text passage is quoted or
closely paraphrased from a copyrighted document, a statement of permission
must be given directly before or after the passage or in a footnote. If the
copyright holder does not request specific wording, the note may be written
as follows:

"Reprinted [or paraphrased] from .... and published with permission.”

After Director's approval, the letter of permission will be returned to the
author and should be retained for several years.

Federal Government publications are not copyrighted; therefore, a journal or
other outside publisher may not legally claim copyright on material written

by a Federal employee as part of his official work, although some may attempt

to do this. This policy is stated in 17 U.S.C., Section 105, which states:

"Copyright protection under this title is not available for any work of
the U.S. Governmment, but the U.S. Government is not precluded from
receiving and holding copyrights transferred to it by assignments,
requests, or otherwise."

A "work" in the above statute is defined in 17 U.S.C., Section 101 as
follows:

"A work of the U.S. Govermment is a work prepared by an officer or
employee of the U.S. Government as part of that person's official
duties.”

It is the obligation of all Geological Survey employees to inform journals
or other outside publishers that, for all Geological Survey reports to be
published, the Government may publish, reproduce, and use all technical data
in any manner and for any purpose, without limitations, and may authorize
others to do the same. Manuscripts submitted to journals for publication,
therefore, must be accompanied by the following notation in the letter of
transmittal:

"This manuscript is submitted for publication with the understanding
that the United States Government is authorized to reproduce and
distribute reprints or may authorize the reproduction and distribution
of reprints for governmental purposes.”

Sometimes the Geological Survey and individual authors receive requests for

permission to republish part or all of a Survey-generated report. Geological

Survey publications are in the public domain and may be reproduced in quantity

by anyone who wishes to do so. Accordingly, such requests are always to be
acknowledged and granted, but it is customary to request that the Geological
Survey and author be credited as the source, and that the original title be
retained and the series number given.
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Although federally published maps and texts are not subject to copyright,
authors citing or reproducing parts of Federal documents must give proper
credit. It also is courteous to notify the original author that his work is
being used.l Additional information concerning the 1978 copyright law

may be obtained from:

Library of Congress
Copyright Office

Public Information Office
Washington, D.C. 20559
(202) 287-8700

1 See Water Resources Division Memorandum No. 82.97, dated June 15, 1982.

References: Suggestions To Authors of the Reports of the United States
Geological Survey (6th ed.), p. 34, 35.

U.S. Library of Congress, Copyright Office, 1980, Copyright
basics: Washington, D.C., Library of Congress Circular Rl, 11 p.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.03.3

Subject: U.S. GEOLOGICAL SURVEY POLICY--Other Significant Items

1.03.3 Trade—-name disclaimer

The use of trade names should be avoided in Geological Survey reports

where possible; a named product should be used only to identify the type of
equipment used in a specific process. When a trade name must be referred to,
or is visible in a photograph, a trade-name disclaimer must be used. A trade-
name disclaimer states that the Geological Survey does not specially endorse
the named firm, company, or product.

If the report mentions only one trade name, the trade name should be
footnoted, and the footnote should state:

"Use of the brand/firm/trade name [select one or more as appropriate]
in this report is for identification purposes only and does not
constitute endorsement by the U.S. Geological Survey."

If the report mentions two or more different trade names, the first trade
name should be footnoted as indicated below

"Use of brand/firm/trade names [select one or more as appropriate]
in this report is for identification purposes only and does not
constitute endorsement by the U.S. Geological Survey."

Additional trade names in the report do not require a footnote.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.03.4

Subject: U.S. GEOLOGICAL SURVEY POLICY--Other Significant Items

1.03.4 Credit statement in reports prepared in
cooperation with other agencies

Many scientific and technical reports of the Water Resources Division are
prepared in cooperation with other government agencies. Such cooperation
must be acknowledged. Serious problems have occurred because of inadvertent
omission of appropriate credit to cooperating agencies.

A cooperating agency is: (1) A Federal agency that has a memorandum of
agreement to work with the Geological Survey, or (2) a State or local agency
that has a joint—-funding agreement with the Geological Survey, whereby
water-resources surveys, investigations, or research in the public interest
are performed by, or jointly with, the Geological Survey as authorized by law.

Supervisors, such as District Chiefs and Regional Research Hydrologists are
responsible for insuring that proper credit to cooperating agencies appears
on the cover and title page, in the acknowledgment section of book reports,
and in the center of the upper margin of maps and plates. They also are
responsible for ascertaining the exact name and spelling of the cooperating
agency. The statement must be added to a report before colleague review.
The name of the cooperating agency should be given in the same type size
(in capitals) as the words "U.S. GEOLOGICAL SURVEY," and the form of
statement that is selected for a report should have concurrence of the
cooperator.

Examples of credit statements for the cover and title page of book reports and
separate maps and atlases are:

Prepared in cooperation with the
COLORADO DEPARTMENT OF NATURAL RESOURCES

Prepared in cooperation with the
CITY OF DALLAS and the TEXAS WATER DEVELOPMENT BOARD

Prepared in cooperation with the STATES OF ALABAMA, FLORIDA,
and MISSISSIPPI and with other agencies

Report prepared on behalf of the U.S. ENVIRONMENTAL PROTECTION AGENCY

Report prepared jointly by the U.S. GEOLOGICAL SURVEY and the NATIONAL
OCEANIC and ATMOSPHERIC ADMINISTRATION

Reference: Water Resources Division Memorandum No. 80.73, "Credit Statement
in Reports Prepared in Cooperation With Other Government Agencies,"”
April 23, 1980.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 1.03.5

Subject: U.S. GEOLOGICAL SURVEY POLICY--Other Significant Items

1.03.5 Release of information under the Freedom
of Information Act

Purpose.~—The purpose of this article is to present general guidelines

for release of information under the provisions of the Freedom of Information
Act. Detailed guidelines are contained in Part 318 of the Geological Survey
Manual, which also incorporates the Department of the Interior codified

text (43 CFRl 2.11).

Background.——The Freedom of Information Act of 1966 was enacted by Congress
to deal with the problem of government secrecy. The Act made it clear that
it was Congress' intent that "any person” should have access to identifiable
records without having to identify a need or even a reason. The burden

of proof for withholding information, moreover, was placed on the Government.
The Act also broadened the scope of information available to the public

and provided judicial remedies for those wrongfully denied information.

It was amended during 1974 to insure full compliance by Federal agencies.

It is unrealistic to expect Geological Survey employees to be totally
familiar with all provisions, requirements, and related legislation of

the Act. tHowever, certain guidelines have been established by the Geological
Survey for applying the requirements of the Act to information requests

by outside groups or persons.

Guidelines.——If your office receives a Freedom of Information Act request,
Region and Headquarters (Chief, Scientific Publications Section) should

be notified. All responses should be coordinated through Headquarters.
Upon receipt of a Freedom of Information Act request, the date it is received
and the date processing begins should be recorded. The request should be
forwarded as quickly as possible to the office or person who will prepare
the response. The responder has 10 working days in which to inform the
requestor of the Government's disclosure intentions. If the records are
not exempt from disclosure they must be released. If they are exempt and
sound grounds exist for nondisclosure, a letter of denial must be prepared
for the Director's signature. Copies of all correspondence must be sent
to the Freedom of Information Act Officer, 206 National Center, Reston,
VA 22092,

1 Code of Federal Regulations
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Exemptions to the Act.——Government agencies can refuse to disclose infor-
mation in nine specified categories. However, the legislative history of
the Act makes it clear that Congress did not intend for agencies to use
these exempt categories to justify the automatic withholding of information.
Rather, the exemptions are intended to designate those areas in which, under
certain circumstances, information may be withheld. Two of the exemptions
(5 and 9) have special significance regarding requests for information

made to the Water Resources Division.

The Act provides that disclosure is not required for:

Exemption 5--Inter or intra—agency memoranda or letters such as
discussions and recommendations;1

Exemption 9--Geological and geophysical information and
data, including maps, concerning wells.

These exclusions do not necessarily apply to requests from other Federal
agencies and their staffs, except as noted in article 1.02.1 of this
Guide.

Relation of Freedom of Information Act to Geological Survey Policy.~-When

processing requests for information, consideration should be given to

both Freedom of Information Act and Geological Survey policy. Geological
Survey policy regarding the release of information, as summarized in
article 1.02.1, largely reflects, and in many ways parallels, the provisions
of the Act. However, should a conflict arise, it should be brought to the
attention of the Geological Survey's Freedom of Information Act Officer
before final disclosure action is begun. (See "Guidelines," above.)

Appeals to Denial Under the Act.——If a request for information is refused,

the requestor must be notified of the specific reasons for the denial;

the reasons given should refer to specific statutes of the Act. Also,

the person(s) responsible for the denial must be identified. An improper
denial may subject the person(s) responsible to suspension, or dismissal, or

a fine. If a denial is made, the requestor may appeal to the Assistant

Secretary of the Department of the Interior for Policy, Budget, and

Administration by writing to:

Freedom of Information Act Officer
Office of the Assistant Secretary
Policy, Budget, and Administration
U.S. Department of the Interior
Washington, D.C. 20240

An appeal must be in writing and must be received by the Interior
Department's Freedom of Information Act Officer within 20 days (Saturday,
Sunday, and public legal holidays excepted) of the date of the letter of
refusal.

1 Report review comments and unapproved drafts of manuscripts also are
exempted.



Article 1.03.5

Legal interpretations or advice also can be obtained from the Office of the
Solicitor. A list of the Solicitor's Washington, D.C. and Regional Specialists
is included at the end of this article. Each specialist is familiar with the
Act and will provide useful advice and assistance upon request. Inasmuch as
certain addresses may have changed since the completion of the list, the
correct address should be verified before writing.

Fee for Supplying Information Under the Act.——A requestor seeking
information under the Act may be charged a fee based on actual costs
involved in searching for, compiling, duplicating, and transmitting the
information. The fee must be agreed upon by the requestor before the
information is released. A billing document (form 1028) should then be
sent with the response. Fees of $3.00 or less generally are waived in the
public interest.
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Department of the Interior
Office of the Solicitor
Room 6116

Washington, D. C. 20240

Regional Solicitor

Office of the Solicitor
Department of the Interior
510 L Street, Suite 408
Anchorage, Alaska 99501

Office of Field Solicitor
Department of the Interior
Valley Bank Center, Suite 280
201 N. Central Avenue
Phoenix, Arizona 85073

Office of Field Solicitor
c/o Bureau of Indian Affairs
Window Rock, Arizona 86515

Field Solicitor

Office of the Solicitor
Department of the Interior
3610 Central Avenue, Suite 104
Riverside, California 92506

Regional Solicitor

Office of the Solicitor
Department of the Interior
2800 Cottage Way E-2753
Sacramento, California 95825

Field Solicitor

Office of the Solicitor

Department of the Interior

450 Golden Gate Avenue, Room 14126
San Francisco, California 94102

Regional Solicitor
Office of the Solicitor
Department of Interior
P.0. Box 25007

Denver, Colorado 80225

Regional Solicitor
Department of the Interior
148 E. Cain Street, N.E,.
Atlanta, Georgia 30303
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Field Solicitor

Department of the Interior

P.0. Box 020

Federal Building, U.S. Courthouse
550 West Fort Street

Boise, Idaho 83724

Office of the Regional Solicitor
Department of the Interior

Suite 306

One Gateway Center

Newton Corner, Massachusetts 02158

Field Solicitor

Office of the Solicitor
Department of the Interior
Room 686 Federal Building,
Ft. Snelling

Twin Cities, Minnesota 55111

Field Solicitor

Office of the Solicitor
Department of the Interior
P.0. Box 1538

Billings, Montana 59103

Field Solicitor

Office of the Solicitor
Department of the Interior
P.0. Box 427

Boulder City, Nevada 89005

Field Solicitor

Office of the Solicitor
Department of the Interior
P.0. Box 1696

500 Gold Avenue, S.W.
Albuquerque, New Mexico 87103

Field Solicitor

Office of the Solicitor
Department of the Interior
P.0. Box 1042

Santa Fe, New Mexico 87501

Office of the Solicitor
Department of the Interior
P.0. Box 397

Anadarko, Oklahoma 73005



Field Solicitor

Office of the Solicitor
Department of the Interior
P.0. Box 1508

Muskogee, Oklahoma 74402

Field Solicitor

Office of the Solicitor
Department of the Interior
c/o Osage Indian Agency
Grandview Avenue

Pawhuska, Oklahoma 74056

Regional Solicitor

Office of the Solicitor
Department of the Interior
P.0. Box 3156

Tulsa, Oklahoma 74101

Regional Solicitor

Office of the Solicitor
Department of the Interior
P.0. Box 3621

Portland, Oregon 97208

Field Solicitor

Office of the Solicitor
Department of the Interior
P.0. Box 549

Aberdeen, South Dakota 57401

Field Solicitor

Office of the Solicitor
Department of the Interior
Box H-4393, Herring Plaza
Amarillo, Texas 79101

Regional Solicitor
Office of the Solicitor
Department of the Interior

125 S. State Street, Federal Building

Suite 6201
Salt Lake City, Utah 84111
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 2.01.1

Subject: REPORT PLANNING AND MANAGEMENT--Publication Outlets Available to
Water Resources Division Authors

2.01.1 List of available publication outlets

The publication outlets available to Water Resources Division authors include
the Geological Survey's Federal book series, the map series, and slide
cassettes or video—tape presentations. Authors also are encouraged to use
non-Survey outlets, such as scientific journals, cooperator-published series,
or privately published books.

A list of publication outlets is given below; their characteristics and
requirements are given in article 2.01.2.

A. SURVEY
1. Book publications
a. Formal Series

1) Water-Supply Paper

2) Professional Paper

3) Bulletin

4) Circular

5) Techniques of Water—Resources Investigations
6) Special Reports

b. Informal Series

1) Water Resources Investigations Report
2) Open File Report

a) Data reports

b) Preliminary interpretive reports

c) Reports pending formal publication
3) Administrative Report

2. Map publications

a. Hydrologic Investigations Atlas

b. Water—-Resources Investigations Report
c. Open-File Report

d. Miscellaneous Investigations Map

e. Miscellaneous Field Studies Map
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B.

1.
20
3.
4,
5.

Article 2.01,1

NON-SURVEY

Reports published by cooperators

Scientific and trade journals conference proceedings
Symposium abstracts

Speech handouts and poster sessions.
Contractor-prepared reports



WATER RESOURCES DIVISION PUBLICATIONS GUIDE

Article 2.01.2

Subject: REPORT PLANNING AND MANAGEMENT-~Publication Outlets Available to
' Water Resources Division Authors

2.01.2 Characteristics of Water Resources Division book publications

Book publications of the Water Resources Division include those published in the
formal and informal series.

FORMAL SERIES

1. Water-Supply Paper 5. Techniques of Water—Resources
2. Professional Paper Investigations
3. Bulletin 6. Special reports

4. Circular

Reports in the formal book series are printed through the U.S. Government
Printing Office (GPO). Illustrations generally are prepared inhouse.

Most reports are paperbound, although some may be produced in hard cover
for distribution to libraries. Production time from manuscript approval
to receipt of printed copies is generally from less than 1 year to 3 years.

Distribution of formal reports is by the GPO from mailing lists provided
by the Geological Survey. Those reports selected for sale by the GPO

are available through the Superintendent of Documents; reports not
selected for sale by the GPO are sold in limited number by the Branch of
Distribution (a Superintendent of Documents licensee). Major libraries
worldwide serve as depositories. Public announcement of a report's
availability is made through Geological Survey news releases and the
monthly pamphlet "New Publications of the Geological Survey.” 1In certain
cases, a special flyer or other advertising device may be used to announce
a publication that is particularly important. Reports approved for

the formal series sometimes are released to the open file pending publi-
cation to accommodate the immediate needs of cooperating agencies; upon
release of the formal publication, undistributed open—file copies are
destroyed.

1. Water-Supply Paper

a. Purpose.—-To present significant interpretive results of
hydrologic investigations of broader than local interest.

b. Format.--Page size is 8 1/2 X 11 inches as of 1981.
Reports of wide interest or major significance may be
given special covers. Folded plates, glossy paper, and
color are permitted if essential. Either metric or inch-
pound units may be used.
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c. Distribution.--Major libraries and hydrologic agencies
nationwide. Availability is announced in "New Publications
of the Geological Survey"” and through news releases.
Offered to the GPO as a sales item.

Professional Paper

a. Purpose.—-To present comprehensive or topical reports on
any field in the earth sciences. This series commonly
is used for summaries of wide popular, scientific, or
geographic interest, and for significant scientific
contributions—-generally on topics other than hydrology.

b. Format.--Large page size (9 1/4 X 11 3/8 inches) accom—
modates most illustrations. Folded plates, glossy
paper, and color are permitted if essential. A specially
designed cover may be provided for reports of wide
interest. Metric units are preferred.

c. Distribution.--Major libraries and appropriate scientific
agencies nationwide and worldwide. Availability is
announced in "New Publications of the Geological Survey”
and through news releases. Offered to GPO as a sales
item.

Bulletin

a. Purpose.--To present comprehensive or short topical
reports on geologic or natural resources subjects; some
of these are byproducts of hydrologic studies.

b. Format.--Page size is 6 X 9 inches. Oversize plates, color,
and glossy paper are permitted where necessary. Either
metric or inch—pound units may be used.

c. Distribution.--Major libraries and geologic agencies
nationwide. Availability is announced in "New Publications
of the Geological Survey” and through news releases.
Offered to GPO as a sales item.

Circular

a. Purpose.~-To present to general or scientific audiences
short summaries or articles of short-term, popular, or
local interest. Circulars are also used to present
speeches and policy addresses by Geological Survey
officials; examples are Circulars 527 and 645.
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b. Format.——Page size is 7 7/8 X 10 1/4 inches. Oversize
illustrations are occasionally permitted. Illustrations
are restricted to simple linework and black-and-white
photographs. A cover design is permitted. Color is
not permitted. Either metric or inch-pound units may
be used.

c. Distribution.--Selected libraries and scientific agencies.
Circulars are distributed by means of regular Geological
Survey mailing lists. Availability is announced in "New
Publications of the Geological Survey"” and through news
releases. Available to the public on request.

5. Techniques of Water—-Resources Investigations

a. Purpose.—-To present to technically oriented audiences
reports on methods and techniques used in collecting,
analyzing, and processing hydrologic data.

b. Format.--Page size is 7 7/8 X 10 1/4 inches. Color
or glossy paper is not permitted. Oversize
illustrations are occasionally permitted. Either
metric or inch-pound units may be used.

c. Distribution.—--Major libraries and appropriate scientific
agencies nationwide. Availability is announced in "New
Publications of the Geological Survey"” and through news
releases. Offered to GPO as a sales item.

6. Special Reports

A few reports that are prepared for special purposes are
published outside the regular Geological Survey series.

These have no prescribed format; an example is "Suggestions

to Authors.”™ Because this series is seldom used, most Geological
Survey authors should not consider it as a potential outlet.

INFORMAL SERIES

1. Water—Resources Investigations (WRI) Report (books and maps)
2. Open-File Report (books and maps)
3. Administrative Report

The informal series differ from the formal series in that they are used
for subjects that are of local or short—-term interest, or where, because
of the nature of the reports, more expensive printing is not warranted.
WRI and Open—-File reports are prepared in typescript by the originating
office and duplicated inhouse or through the Government Printing Office
for distribution to cooperators; distribution is by the originating
office. Availability is announced in "New Publications of the Geological
Survey"” and by news release. Administrative reports are prepared by

the originating office and duplicated inhouse; copies are distributed
only to the Federal agency that requested the study.
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1. Water—Resources Investigations Report (books and maps)

a. Purpose.--To (a) present to interdisciplinary audiences
comprehensive or topical interpretive reports and maps
that are mainly of local or short-term interest; (b)
provide a medium of release for reports and maps that
would not be feasible in any other series or journal or
that must be published quickly. WRI reports require
Director's approval. Copies are reproduced locally for
distribution to cooperators.

b. Format.--Page size is 8 1/2 X 11 inches; map size is
restricted only by paper size and press capacity.
Text, drafting, layout, and distribution are done by
the originating office after Director's approval; copies
are either duplicated inhouse or printed through GPO.
Color and oversize illustrations are permitted with the
approval of the Chief, Scientific Publications Section.
Either metric or inch-pound units may be used. (Specifi-
cations for preparing camera-ready copy are given in
Section 7; additional information on the WRI series is
given in Section 10.)

c. Distribution.--Maximum number of copies is 300 unless
permission is obtained from the Publications Management
Unit in advance. WRI reports are distributed by the
originating office to major libraries and interested
agencies statewide and to local libraries near and
within the study area. One reproducible copy must be
sent to the Open-File Services Section (OFSS) in Denver,
Colorado, for reproduction and sale to the public; one copy
must also be available at the originating office and
other designated repositories for public inspection.

Paper or microfiche copies may be purchased by the

public through OFSS. Page-size color illustrations

will be reproduced in color by OFSS; color illustrations
larger than page size will be reproduced in black and

white. Availability of all WRI reports is announced in "New
Publications of the Geological Survey” and by news release
issued by the originating office.

1 Standard paper sizes for oversize maps are 26 X 36 inches (optimum),
36 X 44 inches, and 44 x 58 inches. Maximum Geological Survey image
size is 42 X 56 inches. Maximum image size of commercial presses is
48 X 75 inches.
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2. Open-File Report (book and maps)

The open file contains three report categories——data reports,
preliminary interpretive reports, and reports pending publication.
Data reports should not contain interpretive material. They

must receive Regional review and may require Director's approval.
Interpretive reports require Division review and Director's

approval through the same channels as the formal reports. (Complete
information on Open-File reports is given in Section 11.)

a. Purpose.,——To make available (1) data reports, (2) reports
of preliminary findings that would be of interest to few
persons other than the cooperating agency, and (3) reports
and maps pending publication elsewhere but requiring immediate
release.

b. Format.--Book size is 8 1/2 x 11 inches; map size is
restricted only by paper size and press capacity.
Drafting and final typing are done by the originating
office. Duplication may be done either inhouse or
through GPO, depending on the desired quantity and
quality. Illustrations may be hand drawn and lettered
but must be neat and reproducible; oversized plates are
permitted; color is not permitted. Either metric or
inch-pound units may be used. Maximum number of copies
is 300 unless special permission is obtained from the
Publications Management Unit in advance.

c. Distribution.——Copies are distributed to cooperating
agencies as needed. One reproducible black and white
copy must be sent to the Open—-File Services Section in
Denver for reproduction and sale to the public; one
copy must also be available at the originating office
and other designated repositories3 for public inspection.
Reports for interim use pending publication are removed
from circulation and destroyed when the formal publication
is available. Availability is announced in "New Reports
of the Geological Survey” and by news release issued
by the originating office.

2 The "Summary of Hydrologic Conditions” statement in State water—data reports

may contain interpretations. (See Water Resources Division Memorandum
No. 81.111.)

3 A list of repositories is given in article 8.01.1.
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Administrative Report

Administrative reports require Director's approval. They may
not be cited or quoted except in a follow-up administrative
report to the same agency, or if the agency releases the report
to the public. They may later be resubmitted for Director's
approval to publish in a regular series if the funding agency
grants written permission. (Complete information on administra-
tive reports is given in Section 12.)

a. Purpose.—-To furnish information to requesting Federal
agencies to meet their immediate needs. These reports
are not for public release.

b. Format.--. Prepare copy to meet specific needs. Either
metric or inch-pound units may be used. Duplication cost is
borne by the District.

c. Distribution.—--None beyond the requesting Federal agency.
The Geological Survey cannot release an administrative
report prepared for another agency even if requested
under the Freedom of Information Act. The report is
the property of the receiving agency, and any Freedom
of Information Act request for the report should be
directed to the agency for which the report was prepared.
(See article 1.03.5.)



WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 2.01.3

Subject: REPORT PLANNING AND MANAGEMENT--Publications Outlets Available to
Water Resources Division Authors

2.01.3 Characteristics of Water Resources Division map publications

Maps other than open—-file maps are printed through Headquarters and offered
for sale to the public by the Geological Survey or its agents. Most are
maintained in print for many years; production time at Headquarters ranges
from 1 month to 3 years depending on the material received from the authors.
Availability is announced in "New Publications of the Geological Survey"

and by news release issued through the Public Affairs Office. (See

article 1.02.2,) ‘

Water Resources Division map publications include:

1. Hydrologic Investigations Atlas

2. Water Resources Investigations Report (map)
3. Open-File Report (map)

4, Miscellaneous Investigations Map

5. Miscellaneous Field Studies Map

1. Hydrologic Investigations Atlas

a. Purpose.—~To present reports on hydrology or geohydrology in map
format to a wide range of hydrologically oriented audiences.
The Hydrologic Investigations Atlas may be used as the basis for
regional or national comparison of hydrologic features or condi-
tions and may also serve as a special-purpose report depicting
significant hydrologic events, disasters, or discoveries of
national interest.

b. Format.--Sheet size generally is 29 X 42 inches or smaller.
Design is flexible; color is used as needed. Text must be
short and is used only to supplement the illustrations.
Either metric or inch-pound units may be used. The printing
is of high quality.

c. Distribution.--Major libraries and appropriate scientific agencies
nationwide. Availability is announced in "New Publications of
the Geological Survey" and through news releases issued through
the Public Affairs Office. (See article 3.02.4.) Sold by
Branch of Distribution.

2. Water—-Resources Investigations Report (map)

See article 2.01.2.
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Open-File Report (map)

See article 2.01.2.

Miscellaneous Investigations Map

ae

b.

Purpose.~-To present in map format significant geologic and hydro-
logic information.

Format.--Sheet size is optional; short text and use of color are
permitted. The printing is of high quality. Either metric or
inch~pound units may be used.

Distribution.——-Major libraries and appropriate scientific agencies
nationwide. Availability is announced in "New Publications of

the Geological Survey” and through news releases issued through
the Public Affairs Office.

Miscellaneous Field Studies Map

e

b.

Purpose.——An interim map designed to present detailed geologic
mapping to geologically oriented audiences.

Format.~-Sheet size generally is 21 X 29 inches; either

7 .5-minute or 15-minute Geological Survey topographic maps
serve as the base. Modest to low quality printing; black
and white only. Either metric or inch-pound units may be
used.

Distribution.~-Major libraries and appropriate scientific agencies
nationwide. Availability is announced in "New Publications of

the Geological Survey” and through news releases issued through
the Public Affairs Office. (See article 1.02.2.) Controlled by
the Geologic Division.



Subject:

WATER RESOURCES DIVISION PUBLICATIONS GUIDE

Article 2.01.4

REPORT PLANNING AND MANAGEMENT--Publication Outlets Available to

Water Resources Division Authors

2.01.4 Characteristics of non-Survey publications

Non—Survey publications include:

All the

1.

Reports published by cooperators - Speech handouts and
Scientific and trade journals; poster sessions

conference proceedings — Contractor~prepared
Symposium abstracts reports

above types of releases have a place in the Geological Survey
program, depending on the purpose, content, and desired distribution.
All must be approved by the Director before submittal to the publisher.

Reports published by cooperators

a.

Purpose.——to present to a professional or general audience
comprehensive or short topical reports that are primarily of
local or statewide interest. In most cases, the camera-ready
copy, including illustrations, is prepared by the originating
District, with the printing arranged and funded by the cooperator.

Format.——Depends on the cooperator's printing capability and
preference; some permit use of color and plates. Specifications
and requirements should be ascertained before the manuscript

is prepared. Either metric or inch-pound units may be used,
depending on the editorial policy of the cooperator.

Distribution.-—Generally to libraries and scientific agencies

in the study area and major libraries statewide. Availability
is not announced by the Geological Survey, but generally is
announced by the cooperator from a news release supplied

by the author. Authors are required to submit 4 copies of
cooperator-published reports to the Publications Management Unit.

Scientific and trade journals; conference proceedings

a.

Purpose.——To present papers on specialized subjects to an
audience of the author's choice or by invitation. These
reports may serve any of the following purposes:

- convey new ideas for discussion by the profession;

— describe some subject that is either too narrow or too highly
technical to be appropriate for regular Geological Survey
publications;

- describe specialized research on subjects developed in the
course of other project work (for example, a paper on advances

in digital modeling of an aquifer). 57
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b.

Ce

Article 2.01.4

Format.~-Articles for journals and conference proceedings may
be limited with regard to number of pages and size of illus-
trations. Most require camera-ready illustrations, and many
journals impose a page fee. This may be paid from project
funds. (See article 2.01.7.) Copy for a journal should be
prepared to publisher’s editorial and format specifications.
All Geological Survey review manuscripts must be double
spaced.

Distribution.--Major libraries and all subscribers to the

journal. Availability is not announced by the Geological

Survey. Reprints may be purchased from the publisher with
project funds. Authors are required to submit 4 copies of
reprints to the Publications Management Unit.

SPECIAL NOTES.--As a general policy, articles prepared for
journals are not open filed before publication. Some journals
do not wish to publish an article that is already available

to the public; others have firm policies against publication

of an article after a certain number of copies have been
distributed. Some journal articles are published within a

year of submittal, which may make open-file release unnecessary.
An exception would be when information is needed urgently

by a cooperator, or by an individual under the Freedom of
Information Act.

Manuscripts submitted to journals for publication must be
accompanied by the following notation in the letter of
transmittal to the publisher:

This manuscript is submitted for publication

with the understanding that the United States
Government may reproduce and distribute reprints
or may authorize the reproduction and distribution
of reprints for governmental purposes.

Symposium Abstracts

ae

b.

Purpose.--To present short summaries of research that are
adapted from recent reports or from ongoing studies. Many
accompany invited talks. Because abstracts commonly are
published in the conference program, Director’s approval is
required unless a report containing the substance and conclusions
of the abstract has been approved already.

Format.--Abstracts must be double spaced for review and
Director’s approval. Follow publisher’s specifications
when submitting an approved abstract to the publisher.

Distribution.--Determined by symposium committee. Release is
not announced by the Geological Survey. Authors are required
to submit 4 copies of a published abstract to the Publications
Management Unit,



5.

Article 2.01.4

SPECIAL NOTE.--Request for approval must be made a least 6
weeks in advance of the publisher’s deadline. When the
deadline 1s shorter, a letter justifying the request for
rapid processing must be included. (See article 1.03.1.)
Additional guidelines for preparing abstracts are given in
articles 3.02.1 and 5.05.3 and in "Suggestions to Authors"
(6th ed., p. 42).

Speech handouts and poster sessions

a.

b.

Purpose.——To present to a selected audience information on a
specilalized subject in a form that does not warrant formal
publication. A speech handout or poster must receive Director’s
approval.

Format.--Determined by sponsors of symposium.

Distribution.--Symposium participants only. Authors are
required to submit 4 copies of a speech handout or poster
mockup (or photograph thereof) to the Publications Management
Unit.

Contractor—-prepared reports

- X%

Ce

Purpose.—-To present results of research or investigations
conducted (1) by a contractor under Geological Survey auspices to
be published by the Geological Survey or by the contractor, and
(2) by the Geological Survey for a fee at the request of a commer-
cial publisher. Reports prepared by contractors to be published
by the Geological Survey and reports prepared by the Geological
Survey for a commercial publisher require Director’s approval.
Reports prepared by contractors to be published by the contractor
or in outside journals may require Director’s approval. (See
article 2.03.7.)

Format.--Depends on publication series 1f published by the
Geological Survey, on contractor’s printing capability, and on
GPO regulations concerning the maximum number of copies that
can be printed outside the GPO or its contracting authority.
Specifications and requirements of Geological Survey report
products must be stated in the provisions of the contract.

Distribution.--Distribution and announcement depend on
publication outlet. If published by the Geological Survey,
distribution and announcement will follow guidelines established
for the series selected; if published by the contractor,
distribution and announcement are to be specified in the contract.
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 2.01.5

Subject: REPORT PLANNING AND MANAGEMENT--Publication Qutlets Available to
Water Resources Division Authors

2.01.5 Selecting the appropriate publication outlet

The purpose of the Water Resources Division's publications program is to
release the results of our work to the public promptly and in the most
attractive design feasible within cost limits. Because Division projects
differ in size, scope, purpose, significance, and duration, a variety of
publication formats is needed. The Division provides more than a dozen
publication outlets, each characterized by a specific design, intended
audience, range of content, and distribution. The Division also encourages
the use of scientific journals and cooperator-published series.

Selection of an appropriate publication outlet depends on several
factors, including length of the report, technical level or specialty of
the primary audience, geographic location of study, size and character
of illustrations and tables, and need for timely release. Authors and
their supervisors should evaluate the publication outlets available and
select the most appropriate one early in the project.

In order to simplify the procedure for selecting the proper publication
outlet for Water Resources Division books and maps, the following
decision-tree diagrams should prove useful. The purpose, format, and
distribution of the various outlets shown on the diagrams are described
in articles 2.01.2 and 2.01.3; several of the more important selection
criteria indicated on the diagrams are explained in detail below.

A. Scientific importance.——In general, the greater the scientific signif-
icance of the report, the greater the need for prompt publication
and adequate distribution. Printing quality and prestige of the
medium may also be factors, depending on the duration of interest
and usefulness of the material.

Distribution to a specific target audience is sometimes best achieved
through scientific journals. Publication time for journals ranges
from a few months to more than a year. The formal Geological Survey
series are distributed to libraries and appropriate public agencies
nationwide. Publication typically takes a year or more but may be
expedited if sufficient need is demonstrated. Rapid publication may
be attained through the WRI and Open-File series, but the design and
printing quality may be inferior and distribution inadequate beyond
the local level.
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Article 2.01.5

Urgency.——Production in most scientific journals and the formal

Geological Survey series entails typesetting, review of galley and
page proofs, and drafting, which together may take more than a year
unless a high priority is assigned, although several scientific
journals have a turnaround time of only a few months. Informal
Geological Survey series handled through the originating office,
such as WRI and Open—-File reports, and reports in cooperator-
published series, may be printed within a matter of weeks, depending
on the amount of drafting and whether the report is to be copied
inhouse or printed through GPO. (Printing through GPO generally
takes 5 to 7 weeks.)

If a report is intended to be released in one of the formal series, but
the information needs to be made available immediately, the author may
request that the report be released to the open file pending publication
as a formal report. Permission to do so must be requested when the
report is submitted for Director's approval, and repository copies

must be prepared in the same manner as for other open—-file releases.
When the formal publication becomes available, undistributed open-—

file copies should be destroyed.

Duration of usefulness or interest.--Interpretive material of short-term

value should be published promptly--generally as a WRI or Open-File
report, journal article, or in a cooperator-published series. The WRI
and Open-File series provide the most rapid release but may have
inadequate distribution. Scientific journals reach a specific audience
but vary in turnaround time; if time is a significant factor, authors
should discuss the matter with the publisher before submitting the
manuscript for Director's approval.

Interpretive material of long-term interest should be considered for a
formal Geological Survey series if it is of regional or national
significance; interpretive material of only local importance may be
more suitable for a WRI report or a cooperator-published series.

Distribution and technical level of audience.-—-All reports published

or released by the Geological Survey are announced internationally
in the monthly pamphlet "New Publications of the Geological Survey"
and locally or nationally through news releases. Administrative
reports, articles in the WRD Bulletin, and reports published outside
the Geological Survey are not announced.

Data reports and preliminary reports that will be of interest only
to the cooperator should be open filed; final reports of local interest
should be published in the WRI series.



Article 2.01.5

Reports that are highly technical or directed toward a specialized
audience may be more suitable for scientific journals than for Geological
Survey series, but authors are advised to verify the selected journal's
suitability in terms of subject matter, distribution, number of pages
permitted, size of illustrations, and whether the page feel (if any)

can be accommodated.

Reports having only local interest may receive adequate distribution
in the WRI, Open-File, or cooperator-published series; those having
greater areal scope or scientific interest may require the wider
distribution provided through the formal Geological Survey series or
scientific journals.

Publication cost and quality of printing.——Oversized plates and foldout
pages, commercial typesetting, additional colors, unusual size or
dimensions, and glossy or textured paper for cover and/or text
substantially increase the cost of preparation and printing. If any

of these items are essential for effective presentation, the formal
Geological Survey series, scientific journals, or cooperator—published
series should be considered, and the author should discuss the details
with the publisher early in the planning stages.

Rush-order printing (less than 3 weeks) of office-generated reports
(WRI and Open File) may increase the printing cost by as much as 75
percent; use of glossy or textured paper for the cover may increase
the cost by 15 percent.

Relation to similar studies or companion reports.—— If a report is
related to others already published, it may be desirable to use the
same publication series and design for uniformity and continuity.
This decision should be made early in the project, however, to avoid
the need to reformat the material later om.

1 Page fee may be paid from project or District funds if the journal

is sponsored by a not-for—profit organization. (See article 2.01.7.)
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WATER RESOURCES DIVISION PUBLICATIONS GUIDE
Article 2.01.6

Subject: REPORT PLANNING AND MANAGEMENT--Publication Outlets Available to
Water Resources Division Authors

2.01.6 Requirements for changing publication outlet after
Director's approval

Occasionally it becomes undesirable or infeasible to publish an article or
report in the series for which it was approved. In such cases the report
should not be abandoned, but should be submitted elsewhere for publication.
The following guidelines are given to avoid confusion in procedures and
recordkeeping.

A. Changing from one non-Survey publication outlet to another.—-—Submit
the article or report to the newly selected outlet; no contact
with the Division is needed. 1If the report is again refused,
submit it to another. When the material is published, send 4
copies of the printed report or article, with the journal's title
page and a memorandum explaining <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>